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ABSTRACT
The purpose of this field experience was to analyze
current board policy manuals in school districts surrounding
Red Hill Community Unit School District #10 in Illinois and
to revise and update the board policy manual of Red Hill
Community Unit School District #10.

This field experience

was significant because the author believes a current board
policy manual that is organized helps insure the efficient
operation of a local school district in the state of
Illinois.

The job of school governance today is difficult

and principles for school governance are essential.
The development of policy statements is a practice
that must be a never-ending task for a board of education.
The policy statements indicate that the board of education
is running a business-like operation.

Frequently school

districts are the largest businesses in a community and
should adhere to sound business principles.
demanding accountability and justifiably so.

Taxpayers are
The successful

completion of this field experience will help the Board of
Education of Red Hill Community Unit School District #10
establish that accountability.
The board policy manual of Red Hill Community Unit
School District #10 was not current, was unorganized, and
needed to be revised according to a recently completed
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evaluation of the Red Hill Community Unit School District #10
schools for state recognition and supervision.
The board policy manuals of four school districts
surrounding the Red Hill Community Unit #10 School District
were examined and analyzed.

The Board policy manuals of

East Richland Community Unit School District #1, Lawrence
Community Unit School District #20, Oblong Community Unit
School District #4, and Wabash Community Unit School
District #348 were utilized in this field study.

In

addition, this study resulted in the development of an
updated, organized and revised board policy manual for Red
Hill Community Unit School District #10.
The final recommendation of this field study was for
the Red Hill Community Unit #10 School District Board of
Education to adopt the updated, organized, and revised
board policy manual as it was presented.
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Chapter I
Overview of the Problem
Introduction
The main purpose of this field experience was to
analyze current board policy manuals in school districts
surrounding Red Hill Community Unit School District #10 in
Illinois and to revise and update the board policy manual of
Red Hill Community Unit School District #10.

The present

board policy manual was not current, was unorganized, and
needed to be revised according to the recent evaluation of
the Red Hill Community Unit #10 Schools for Illinois state
recognition and supervision.

The intended use of this study

was to generate a revised, updated, and organized board
policy manual for Red Hill Community Unit #10 Schools.

The

information generated from this study should aid the members
of the board of education, as policy makers, and the school
administrators, as the interpreters of the board policy.
This study provided current policies for which Red Hill
Community Unit District #10 Schools would operate.
Demographics
Red Hill Community Unit District #10 Schools are located
in the western part of Lawrence County, encompassing two
communities, Bridgeport and Sumner, Illinois.

Bridgeport

is a town of approximately 2,200 people, and Sumner has a
population of approximately 1,200.

The unit district was
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formed in 1972, by consolidating the separate school
districts, which fed students into the two high schools in
Bridgeport and Sumner.

The district is approximately 200

square miles in area and services approximately 1,200
students.
Statement of the Problem
The present board policy manual adopted by the Board
of Education of Red Hill Community Unit District #10 was
an accumulation of policies and procedures written to govern
the school district.

The board policy manual was added to,

deleted from, and reprinted in a random fashion over a period
of several years since its development in 1972.

This board

policy manual was unorganized, difficult to use, and resulted
in inconsistent action because of a lack of knowledge of
prior action taken.

Some of the policies contained within

the current policy manual were outdated, either by legislated
mandates or by current negotiated master contracts with the
teacher organization or the organization representing some
of the educational support personnel.

There were some gaps

between what the legislation provided and what was required
to make the system work in actual practice.
Limitations of the Study
The following factors have been placed outside the
scope of this field experience.
1.

This study was limited to the school districts which

surround Red Hill Community Unit #10 Schools.

The board

policy manuals of East Richland Community Unit School
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District #1, Lawrence Community Unit School District #20,
Oblong Community Unit School District #4, and Wabash
Community Unit School District #348 were utilized in this
field study.
Definition of Terms
The meanings of key terms used in this field experience
were as follows:
1.

Adoption:

The acceptance of a proposed policy by a

majority vote of the board of education.

Adoption will

additionally indicate that the policy will be a principle by
which the district will be governed.
2.

Board Policy Committee:

Two individual board of

education members, who reviewed each proposed policy prior
to presentation and adoption by the entire board of
education.
3.

Boardmen/Board of Education:

The seven elected

state officials that attain their responsibilities and
powers through state law, and have authority over school
matters.
4.

Codification:

A set procedure for systematically

arranging principles for easy reference.
5.

Decisions:

Judgments that call for and are

followed by some action.
6.

Discretionary Authority:

The freedom to make

decisions and choices where gaps exist between common
practice and actual provisions of law.
7.

First Reading:

The initial presentation of a
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perspective policy to the board of education for its
acceptance.
8.

Mandates:

An authoritative order or command from

the state legislature, the governor, the state board of
education, or a decision of a court of law.
9.

Policy:

A written governing principle or plan

to follow for prudent and wise management.
10.

Policy Manual:

The complete collection of

policies governing the operation of the school district.
11.

Procedures:

The order of steps to be followed

in a particular course or method of action.
12.

Second Reading:

The final presentation of a

perspective policy to the board of education for its
acceptance and adoption as policy.
13.

Statutes:

Laws passed by a legislative body and

set forth in a formal document.
14.

Superintendent/Administrator:

The employed chief

executive officer of the board of education, empowered
to carry out the policies of the board of education.
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Chapter II
Rationale, Related Literature and Research
Rationale
The completion of this field experience resulted in
the development of a new, current, organized board policy
manual that:
1.

Increases efficiency.

Boardmen and high level

administrators alike often can rid themselves of the
necessity of making routine decisions over and over again
by incorporating these decisions into policies.
2.

Helps administrators and board members act more

decisively.

The policy that delineates precisely the

responsibilities of board versus staff has yet to be written.
Nevertheless, a workable policy should ensure that
administrators and boardmen face only a few "gray areas of
doubt."
3.

Expands a board's influence.

Written policies

lend credibility to board action; human beings, it turns
out, tend to respect what is in writing.

Written policies,

moreover, make whimsical administration difficult.

They

serve routinely to inform the community of its school board's
intentions.

Through its written policies, a board

demonstrates its public willingness to be held accountable
for its decisions.

And, as more than one board with good

policies has learned, those policies can disarm irresponsible
critics (accusations from cranks seldom prevail in districts
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that have developed clearcut policies on the basis of
thorough research and sound judgment).

Finally, a school

board establishes a legal record with its written policies,
an especially important consideration for those policies
that carry the force of law.
4.

Fosters stability and continuity.

Continually

updated policies endure, and they ensure smoother transitions
during staff and board member turnovers.
5.

Increases know-how.

Comprehensive policies offer

board members (especially neophytes) guidelines to handling
board business.
6.

Helps boards help themselves.

Written policies

can guide board members through complicated problems and
can diminish the need for expensive emergency consultation.
7.

Creates a wealth of resource material.

In

establishing written policies, a board collects resource
material from a variety of sources and establishes a process
by which such material can be categorized.

(The American

School Board Journal, 1972)
The effects of this field experience were to influence
the way in which the Board of Education of Red Hill Community
Unit #10 Schools effectively charts a course of action.

The

school board's role remains to set policies which are
principles advising the administration as to what is wanted,
why, and how much.

These rules are to be directions to the

administrator to follow in the day-to-day operation of the
Red Hill Community Unit District #10 Schools.
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Related Literature and Research
The board of education is primarily a policymaking
legal body created by the statutes of the state of Illinois,
with its members being duly elected state officials
attaining their responsibilities and powers through state
law.

Boards of education possess the authority to adopt

policies that will

11

be consistent with local conditions

and needs 11 (Whitehead and Marshall, 1980, p. 31).

A

statement from the 1956 AASA Yearbook is as true today as
ever.

11

School board members represent the people who own

and support the schools.

They form a grass roots

organization which is closer to the people than any other
form of government.

They voice the wishes and aspirations

of parents and children.

They spend the local taxpayers•

money and are responsible to their neighbors for their
actions.

They are trustees of great public

responsibilities 11 (American School Board Journal, 1989,
p. 34).

The policies of a board of education are adopted

principles by which the school district is to follow for
prudent and wise management.
Many school boards possess school policy manuals that
are poorly organized, outdated, not utilized, or have
policies buried in minutes from previous board meetings.
Regardless of this practice, many boards of education have
still not reduced some of their policies to writing.

Some

school boards do not have a system for developing and
presenting their policy statements to those affected by the
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policies.
School boards today need written policies that are
easily referenced and a system for keeping them up-to-date
due to the constant changing of members elected to the board
of education.

11

The leadership shortage among boards of

education is, at the least serious.

The drop out rate among

these public leaders is a phenomenon that the nation cannot
afford.

Boards, as everyone knows, are being pushed into

the corner by militant teacher groups, by rebellious
students, by angry minorities, by angrier backlash factions.
Pleas and campaigns for programs and buildings are being
whipped right and left by taxpayers brigades venting their
anger about the inflation that is rampant within the economy
as a whole.

At the same time, federal funds for education

programs have been disappointingly low just when their
nourishment is needed most 11 (American School Board Journal,
1969, p. 34).
Ben Brodinsky, former school board member and noted
education writer, offers this word of advice:

11

A soundly

constructed school policy must contain two major elements:
It should tell what the board wants to happen and explain
why it should happen.

With these two basics down on paper,

the administration has enough direction to get to work in
accordance with the board's wishes.

At the same time, the

statements provide leeway for executive judgment. 11
Brodinsky cautions, however, that a school board must not
create policies that are dictatorial or that would
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unnecessarily impede daily school district operations.
"Good board policies,
administrators.

11

he says, "must not tie the hands of

Good policies, moreover, release the

administrator's executive talents so that he can implement
the board's wishes in a resourceful manner.

11

(American

School Board Journal, 1976, p. 38).
School boards need written policies that are formulated
and in operation before a problem or conflict arises and
results in decisions that are not prudent or consistent with
previous board actions.

Humphrey (1981) stated a board of

education operating under a written set of policies can:
1.

Assign responsibilities to each member of the

administrative, instructional, and non-instructional staffs.
Consequently, the competency of each staff member can be
objectively determined.
2.

Interpret effectively the needs of the schools to

community groups.
3.

Resist the day-to-day demands of individuals and

groups who seek preferential treatment by the board.
4.

Devote more time to the study of current school

problems and to finding satisfactory solutions.
5.

Maintain more wholesome and cooperative working

relationships with professional and community groups
interested in schools.
6.

Help new members to become oriented quickly to the

functions of and working procedures of the board of
education.
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7.

Encourage all employees to become members of the

team with each one understanding the relationships of his
work to the total educational program.
Binder B, published by EPS/NSBA Policy Information
Clearinghouse (1972) states school boards are expected to
be both managers of change and diversity and also guardians
of our nation's traditional values.

The job of school board

governance today is difficult indeed.

Written policies,

reflecting the best thinking of the best minds in the local
community, make the job possible.
--Written policies show everyone that the board is
running a business-like operation.
--They inform everyone about the board's intent, goals,
and aspirations.

Ambiguity, confusion, and trouble are more

likely to result when policies are not in writing.
--They give credence to board actions.

People tend to

respect what's in writing, even though they may not agree
with every jot and tittle in the board's policy manual.
--They establish a legal record.

This is especially

important for those policies that carry the force of law.
--They are impersonal.

They make whimsical

administration difficult.
--They foster stability and continuity.

Board and staff

members come and go, but the policy manual (kept updated, of
course) endures and helps assure smooth transitions when
organizational or staff changes occur.
--They give the public a means to evaluate board
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performance.

Publicly pronounced policy statements prove

that the board is willing to be held accountable for its
decisions.
--They contribute to the board's efficiency.

Many

routine decisions can be incorporated into written policies,
thereby freeing up board meeting time for more important
matters.
--They clarify board-superintendent functions.

When

the board establishes policy guidelines, the superintendent
can get on with the daily work.
--They help disarm crackpot critics.

The accusations

of local cranks seldom prevail in districts that have
clear-cut and timely written policies that reflect thorough
research, sound judgment and careful planning.

Research

would indicate that there is a clear need for each school
district to have an up-to-date board policy manual and that
the manual is followed in the day-to-day operation of the
school· district.
Next, one should examine what should be in the board
policy manual, when board policies should be developed, and
how the information contained in the manual should be
organized.

Weaver in an interview in School Management

(1974) states, "First, a policy, must be consistent with the
district's statement of philosophy, or its mission
statement, whatever it is that the school district stands
for.

Secondly, a policy has to be broad enough to provide

flexibility in the rules that derive from it, which may need
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to be changed from one year to the next" (School Management,
1974, p. 22).

Board policies should be developed as an ongoing process
that allows the board of education to consistently examine
policy and create policy changes as the need arises.

The

members of the board of education, through the development
of policies, help resolve their differences of opinions.
The development of these policies should be at a time when
the board is not confronted with an emotional issue for
which a policy is desired and needed.

The board of

education, with the cooperation of the superintendent,
should have a feel for the community's needs and anticipate
what policies are needed for the smooth and efficient
operation of the school district.
Policy statements should contain indicators as to why
the policy statement is needed and what objective will be
accomplished by the information of the policy statement.
Some element of time should be indicated as to when the
action is to be finished.

Additionally policy statements

should state the responsible party or person that will
achieve the desired action.

This will help the

administrator understand what the board desires and outline
the activities of the administrator.
The board policy manual should be organized in a manner
so that policies are easily referenced.

The manual,

whenever possible, should make some reference to a legal
source.

Additionally each policy statement should have a
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date of actual adoption by the board of education.

Many

school districts place a policy statement on a page by
itself, so that the page can be easily removed and the
policy revised without revising the entire policy manual.
The policy manual should be in the form of a three ring
binder allowing ease of revision without destroying the
entire manual.
Policy manuals have descriptors by which policy
statements are organized in a logical order.

The 1972,

EPS/NSBA Policy Classification and Information Control
System (National School Board Association, 1972) offers
comprehensive guidelines for the development of policies on
all areas of school board concern.

It also provided an

efficient means of filing and retrieving local board policy
statements, administrative rules, and policy reference
documents.
The system represents an arrangement of 13 groups
(classes) into which policy terms (descriptions) belong.
The classes are as follows:
A

School District Organization

B

School Board Operations

C

General School Administration

D

Fiscal Management

E

Business Management

F

Facility Expansion Program

G

Personnel

H

Negotiations
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I

Instructional Program

J

Students

K

General Public Relations

L

Interorganizational Relations

M

Relations with Other Education Agencies

The above system is but one example of how a board
policy manual could be organized.
Another system for coding categories in a policy manual
is a method proposed by the School Management Foundation of
Illinois.

This particular system utilizes eight different

descriptors or headings.

These descriptors have

corresponding numbers identifying the various policies,
organized by the descriptors.

The eight descriptors and

corresponding numbers (the School Management Foundation of
Illinois, 1988) are as follows:
School District Organization

100.

Board of Education

200.

General School Administration

300.

Operational Services

400.

Personnel

500.

Instruction

600.

Students

700.

School-Community Relations

800.

The system a school district utilizes for codification
of its policy manual is a matter of local choice.

The

author utilized the Educational Policy Services of the
National School Board Association system of codification
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in this study.
Most of the current literature reviewed was redundant
regarding board policy, however, it should be noted that
research indicated the importance of a well-organized
current board policy manual being utilized.
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Chapter III
Design of the Study
Board policy manuals for school districts surrounding
Red Hill Community Unit School District #10 were reviewed.
These school districts were from a four county geographical
area.

Specifically the counties involved were Wabash,

Lawrence, Crawford and Richland.

The present school board

manual for Red Hill Unit School District #10 was also
reviewed.

The author has additionally reviewed other

germane current literature to establish policy statements,
specifically required policies and current practices
utilized in board policy development.
As each section was reviewed, the proposed policies
were entered on the district's computer system and stored
on data disks for ease in retrieval and revision.

Print-outs

of the proposed policies were disseminated to members of the
Board Policy Committee.
Each section of the revised policy manual has followed
the EPS/NSBA School Board Policy classification system for
codification.

Each section of the proposed policy manual

has been reviewed by the board policy committee, prior to
presentation to the full Board of Education.

The board

policy committee has, after their acceptance, introduced
each section of the policy manual to the Board of Education
for a first reading at a regular scheduled Board of Education
meeting.

The Board of Education has accepted the section of

RH Policy 20
the board policy manual as presented or made requests for
modification at the first reading.

One month later the

section of the policy manual that had passed the first
reading was presented for the second reading and adopted by
the Board of Education.

This procedure continued until all

sections of the board policy manual were revised and adopted
by the Board of Education.

At the conclusion of this study,

Sections J (Students), K (General Public Relations),
L (Interorganizational Relations), and M (Relations with
Other Education Agencies) have not been officially adopted
by the Board of Education and are awaiting final reading.
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Chapter IV
Summary and Recommendations
Summary
The purpose of this study was to analyze current
board policy manuals in school districts surrounding Red
Hill Community Unit School District #10 in Illinois (East
Richland Community Unit School District .#1, Lawrence
Community Unit School District #20, Oblong Community Unit
School District #4, and Wabash Community Unit School
District #348) and to revise and update the board policy
manual of Red Hill Community Unit School District #10.
This updated, organized board policy manual gives direction
for the operation of the school district.
Findings
The board policy manual of Red Hill Community Unit
School District #10 was outdated, unorganized, and selfcontradictory.

There was no one consistent codification

system utilized in the compiling of the board policies of
Red Hill Community Unit School District #10.

Futhermore,

the ongoing process of developing board policies that
anticipate the school district's future problems or
interests was not found to be evident.
The board policy manuals of the other four school
districts examined varied from school district to school
district.

Each board policy manual must be considered as

a separate device to aid in governance of each school
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district.

The policies of each school district tended to

be consistent with that school's statement of philosophy
or its mission statement.

Some of the policies examined

were vague guidelines. statements of purpose, general
things that the school should do, and statements of how to
do specific items for the daily operation of the school
district.

Each school district's policy manual appeared to

have some policy statements that were developed to aid as a
guideline because of some controversial action that
occurred in the school district.

Similarities found in the

board policy manuals examined existed in policies that were
required as a result of legislative action or court rulings.
The author reached the conclusion that there appears to
be no one best way of revising and updating a board policy
manual.

The revising and updating of a board policy manual

is an ongoing process that is time-consuming and may be best
left to a professional policy consultant.
Recommendations
The author recommends that the Red Hill Community Unit
School District #10 Board of Education adopt the updated and
revised board policy manual as it has been presented.

The

Board of Education should additionally cause the continual
evaluation of board policies. while following the format of
the 1972 EPS/NSBA policy classification, when adopting new
or additional policies.
The presented board policy manual should be maintained
in three ring binders with the actual pages inserted in
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clear polypropylene top loading sheet protectors.
The district office should preserve all the developed
and adopted board policies on the current data disks that
have been formatted.

This practice will aid future board

policy development and will be a better utilization of the
required time to reproduce future copies of the presented
Red Hill Community Unit School District #10 Board Policy
Manual.
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Appendix

The updated, organized and revised board policy manual
of Red Hill Community Unit #10 School District is on file
in the Educational Administration Office, located in
room 211 of the Buzzard Building, on the Eastern Illinois
University Campus.

